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Building Planning Staff 


JO hoveiaber 1SSS 


Chief, Records Management Staff 


Review af PS/I Space Requirements for Files for the Hew 
Headquarters Building 


I* A review of the file apace requirements for DU 
offi c es H ated in your memorandum of 9 September 1$$$ has 
completed. A summaiy of the recommended actions on 
the 20 areas reviewed is as follows* 


a. Approval 2 

b* Redaction 5 

c. Increase ID 

d* Transferred ^ 


'Sotal office file space requested 
(not including transferred area) 20,850 

Total office file apace recommended 23*930 

Hot difference - 3 010 tq. ft. increase or lh»7$ 

2* Our reecaamanda-Uona with Justifications and the 
signed concurrence of the various office representatives 
are shown in Attachments 1 to 5 inclusive. 


1. A major unresolved consideration in the f ile epaee 
planning for HR, IS and CE of OCR and the Data Control Branch, 
Coordination arse of ORE is the lack of any system for control- 
Iteg or limi ting file growth* ueh syst ems usually involve a 
“cut off* plan which will permit destruction or retirement of 
saaeedod or inactive material, or the use of microfilm or other 
for reducing the balk of the older material* OCR has 
eongmted their expansion requirements on a 5 year basis while 
the Data Control Branch of GEE has used 7 years* However, unless 
some action is taken to control this growth, these offices will be 
faced with an expansion problem within a short time after oc cutt - 
ing the space they are now requesting. 
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ii. It is suggested that this expansion problem either 
be solved or wade & matter of record tgr requesting a statement 
from the respective offices setting forth their plane for con- 
tinuing operation® after the $ or 7 year period used in esti- 
mating their space requirements . 
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(1) (X) - Contact liv.File Space Requirements 

(?) OHE Pile f pace Requirewante 
0) OKK Pile Space Requirements 
()f) OBI File Space Requirements 
(5) OCR Pile Space Requirements 
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